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Agency 
Hagerstown 

Division/Unit 
Utilities/Water Pollution Control 

Item No Description Retention 

1 | Grants 
-contains but not limited to: application for payment, invoices, 
checks received (copies), forms (blank), application form and 
supporting documents, cash draw requests 

Personnel files: duplicate personnel documents, training 
certificates, health insurance survey, requests for vacation, 
compensatory time; worker's comp files - first report of injury, 
prescription benefits 

General files 
-contains but not limited to: maintenance contracts, board of 
utilities meeting minutes, block grant information, 
correspondence, easement deeds, I.D. badges, insurance 
newsletters, drawings, billing information 
drawings, inspectors daily reports on various properties, 

correspondence, concrete testing reports, operation and 
maintenance manuals, nuclear compaction test data, daily 
construction report 

Retain for life of grant, plus five 
(5) years, then destroy 

Retain for three (3) years after 
termination of employment, then 
destroy. 

Screen annually. Destroy 
material having no further 
administrative, fiscal, legal or 
operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

Approved by Department, Agency or Division Representative 

Date 

Signature 

Type Name GeorgiAnn N. Breichner 

Title City Clerk 

Schedule Authorized by State Archivist 
DEC 3 1999 

Date 

Signature 
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4 Non-pretreatment general files 
-contains but not limited to: directives, city code, city lake 
park, budget, calibration curves, discharge permits, 
disinfections, chemicals 

Screen annually. Destroy 
material having no further 
administrative, fiscal, legal or 
operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

5 Pre-treatment general files 
-contains but not limited to: applications and renewals, city 
code, correspondence, industrial flow, forms, regulations, 
reports, slug control, raw and effluent analysis 

Screen annually. Destroy 
material having no further 
administrative, fiscal, legal or 
operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

6 Engineering drawings 
-contains but not limited to: street index maps, city maps, 
pumping station drawings, site plans, sanitary sewer lines, 
civil drawings, utility plans, location map, final plat of 
subdivision, county tax maps, station alarm systems, sewer 
system evaluation surveys, district sewer maps 

Retain for life of project, plus 
three (3) years, then destroy 
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7 Pre-treatment industrial files: correspondence, applications for 
waste water discharge permit, site map, inspection reports, 
material safety data sheet 

Retain until renewed or revoked, 
plus five (5) years, then destroy 

8 Industrial samples lab results: industrial waste lab worksheets, 
water analysis report, monthly meter readings 

Retain for five (5) years and until 
all audit requirements have been 
fulfilled, then destroy. 

9 Daily operators log: time, flow, gallons, date, operator on duty, 
sludge depts., weather log, back-up disinfection, ozone system 
log 

Retain for three (3) years and 
until all audit requirements have 
been met, then destroy. 

























Retain for^years and until all audit requirements 
have been fulfilled, then destroy. 



Retain for 3 years and until all audit requirements 
have been fulfilled, then destroy. 


